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Before you Begin . . .

* You need your Common Access Card (CAC) to eSign /Overview I
your OGE 450 Report. This How To Guide provides instructions for:

« You must be registered as an FDM user. Refer to How | ° Selecting an OGE 450 Report to review
» Using the Reports List Filters

to Self Register for FDM for details. - Reviewing an OGE 450 Report

* You must login to FDM. Refer to How to Login to FDM | -« eSigning an OGE 450 Report
for details. \ Adding Comments J

Getting Started

Click the
Review Filers
tab

Click View to
begin your
review. Or, use
the table below
to select a
different action.

K@ Note: The actions you can take on a Filer's OGE 450 Report depend on the Review Status.\

If Review Status is... You can:

Draft or View the report but you cannot eSign.

Amend

Under Review « End Review to complete your review without eSigning.

Important! When you select End Review, FDM enters the date that
you selected End Review in the Review Date field. You must eSign
the report at a later time.

+ eSign the report.
» View the report.

KComplete View the report. /
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ﬁ Note: Using the Reports List Filters

If the report(s) that you need to review are not displayed in the Reports List, use the drop down boxes
(also called filters) to change the Reports List.

Filter: Displays:

Form Type Reports for a specific form: OGE 450 or SF 278
My Role Reports associated with your role.

Year Reports for a specific year.

Reporting Status New Entrant or Annual reports.

Review Status Reports in a specific status.

Change the
filter settings
(See note above).

2. Review the Report

Click Continue on
each Report Data
page until you
reach the Review
Status page.

/2 Note: Click
the View button

to see detailed
information.
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Click eSign on
the Review Status

page.

Insert your
CAC into the card
reader when
prompted.

4 R N\

/2 Note: You
can also click
eSign from the
Reports List page.
See “Select a
Report to View”
on page 1.

@ Click the

button displayed
on the document.

You may need to
scroll down to see
the eSign button.
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Accept the
certification
software.

Select “I agree”
to accept the

statement, then
click Continue.

Select your
certificate, then
click OK.

/2 Note: FDM displays the Review Status page. The Review Date and the Signature Date fields
are updated to display the date that you eSigned the report.

4. Add Comments

(" < )
/2 Note: You can add comments to the entire report,
After selecting a or to a specific line item on the report. To add a
report to review, comment for a specific line item: (1) Click Report Data
click Comments. and select a report category (Assets for example).

(2) Click the Add Comment button for the line item
that you want to comment upon. (3) Enter your comment
in the text box, then click Save.

Click Add - J
Report Comment.

Enter your
comment.

Click checkbox if this is a

“comment of record”.
D ) ciick save.
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